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INTRODUCTION
1.10Purposel]

Thelpurposelof thisimanual [isitbdocument[policiesiandproceduresiof thelll SEPA, [Region
4,[Anaytical[SupportBranch. TA [definediSystemlof[quality(dontrol [practicesland
operational[policieslisléssential [for lihsuring(that [dataldgeneratedfromlanalytical [processes
arelwellldefined@nddefensible. [T hisihanual [andthelduality(dontrol [protocolsidescribed
hereinlarelnotibbelviewed@sallihclusive.[Rather,they(ServelasidBas clfoundationdn
whichibldontinuallybuildiastronger [quality@ssurancelprogramiwithintheBranch. While
theldesignlandidevel opment [of [Alqualitylassurancelprogramisaimhanagementfunction,
eachlihdividual [Staff[personisharesithelresponsibility(fbr maintaininglalknowledgelofthe
QA Systemland(ior [followinglestablished[qualityldontrol [procedures.

1.20Mission[of fThelEPA[Regional Il abor ator y [l

It [isthelmissionlof[thelAnalytical [Support Branch(ASB) [fo[advancelfheEPA [Science
agendalat thelpointWhereldecisionslarelmadeBylintegratinglaboratorylactivitiesiwith
thoselof(other flechnical [partnerslintolahiolisticlapproachfor [protectingfhelénvironment
andhuman(health. [T hislisachieved by maintai ning@fullyleéquippedieénvironmental
laboratoryand@ikechnically(skilled, [properlylirained@ndldedicatedstaff that[produces
physical [@nd[ghemical [datalof[alknownlanddefensiblelquality. ]

1.30Dper ationsPolicy

Itlislabasi clpolicylof thelAnalytical [(Support[Branchlfbldonduct @l [activitiesiwithfour
guidinglprinciples.[(1) [Safety; [(2) Integrity; [(3) [Quality; And[(4) [Ser vice.[[All 0f fhese
itemsimust (belpresentfor(Successful [dperations.]

1.3.1MBafety [

Thelprimary(donsiderationlih(allTaboratoryloperationsimust [DelSafety. [T herelisho
assignment forhichSafety[shoul dléver beldompromised. [Bafetyfbkespriority
over(dllldonsiderations@ndut(isthelresponsibilityof (@achlstaff[personliohavea
clear[understanding(of [thelbasi c[Safety(rulesand, lin[particul ar, how(fb[Safely
performidperationsiwithinltheir[drealdf (Mesponsibility. [Tt(iSthelfesponsibility[0f
eachlihdividual folmaintainldldonstantvigilanceldver[Safeldperationsiandionotify
their[Supervisor[dr [thelBranch[Safety[Officer [0f [@nylUnsafeldonditions. [If [nsurelof
thelSafetylof [@nylhethod, [procedure,[0r [Operational [Activitylit[iStheldesponsibility
ofeéachlihdividual foldontacttheir [Supervisor.[[Never(ihitiatelan(action,[procedure,
or [methodIif [unsurelof(how iolproceedsSafely.
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1.3.2[[Datallintegrityl@and(ll aboratoryEthicsl

[ t(shall befhelpolicyof ThelRegion[4[Ll abor ator yfoldonduct @l Busi nessiwith
integrityfand(in[anlethical manner. [t is[abas clandéxpected[fesponsibility
of[@éach(staff[hember [And[éach(thanager [fohold@olfhelhighest[éthical
standar d[of [pr ofessional [donductihfhelper for mancelof @l [dutiesiand(io

adher elfo[EPA' sIPrincipleslof [Scientificllintegrity, [dated November (24,[1999.01
ThelQuality[Bystemlof thelBranchlhasthisipremiselatitsiveryfoundation. Itlis
absolutelyléssential [that [@verylémployeeldf thelBranchiiinderstandiandiuphold
theseléthical [Standardslih(order fbpreserveliheBasiclintegritylof @l iorkproducts.[
Datalllntegrity,[definedlihlitsimhost [simplelflermsiasTthelstatelof Beingunimpaired”, [
[doncernsthelahilityibldefinelandldefend(that Thelentirelanal ytical [processhiasbeen
“unimpaired” @nd(performedlih@ccordancelwithldppropriatelpracticesiand
procedures. [T heldbilityfoldefendthelintegritylof fheldatalislihroughldomplete
documentation(offactionsiand@ctivitiesiwhichlincludesisuchlitems(as: [haintaining
chainlof[dustodyland(Security(of [thelSamples; [dlear [documentationlof fhelactivities
performedilihlthelpreparationland@nalysislof thelSamplesiandlinthelfinal [data
reduction, review, [@ndlrieporting; T8nd, Bymaintainingldompletel@nd(dlear [{filesiof (]
theselrecords. [T

1.3.3[Qualityl

It[ishelpolicylofthelA SBthat (@l [dataldeneratedByfhelBranchibelof thelhighest
qualitylandishalllheet [0r [éxceed(theldatalquality[dbjectivesiof[éachlproject.]

M anagersiand@nalystsiofthelBranchisharelthelfesponsibility[dfihsuringlthat
analytical methods, [ihstruments, [parameter [detection@ndlquantizationlarelSuchithat
theldatalproducedlisiscientificallylSoundlandiwell [documented. (It [iSGf it most
importancelihat thelquality(of(all [datalproduced by (A SB belwell [defined@nd
communicatediblthelénduser(s) [6f theldata. [T hislpolicy(isimplementedBy:

having(ihlplaceland(following@ldompletel@andSystematiclprocessiof (quality
control(activitiesiblassistlinldefiningldatalquality;

insuring(that [datalqualitylisiddocumentedandidommunicatedfolal | [user s[of
theldatalbBylassigning@ppropriatelqualifierflagsiaccordingiblprescribed
procedures,

and, [By(havinglaldrossidheck[Systemlrieview[processiibverifythat[dataldre
generatedihlaccordancelwithSoundand(dppropriatelflechnical [procedures
and(iblihsurelthat [@ll[Activities[associatedWwiththeldnalyses,[dalculations
andldatalrleductionl(dreldompletel@ndlaccurate.
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1.3.40[®ervicelll

ASBIis[aServiceldrganizationlandlasSuchimust [thaintainf@n@warenesslof [Gustomer
needs(asirel ated(iblsatisfactioniwithiwork[products. [BervicelisIBuilt [Wponliwo
important(principles:0J

Communication: M ost[6ften(thislihvolvessimpleldiscussionsliniorder [foldonveya
moreldompletelunderstanding(of theldatalquality(objectivesandiSometimesiblassist
theldustomer [in[Understandinglanalytical [Gapabilitiesiandlimitations.[]
Communicationslalsolénhancelthel@bilityfblearnlof[@émergingneeds@ndbplan
accordingly.TA SBmanagement[and(staff [must [Belproactivelinithelihitiation[of
theseldiscussions.[]

Timeliness: [Timing(of thelpresentation(of(final Work[productsiisloftenidritical [@and
islalvital [partloftheldverall[Servicelperformed. IVhilelit (5[A SB[policy(ibhever
compromiselSafety, lintegrity(dr[QualityforthelSakeloffimeliness, (itlisinonelthe
lesslaldrivingfactorlinldustomer(satisfaction. Al [staff hust haintainlahighldegree
of [@ttentionfowardprovidingtheldatalih(alimelylthanner [@slestablished by project
objectives.[[Tnlthelévent(dircumstancesiriesultihlateeports, [theldustomer [hust (be
contactedandkept [WplibldateldnthelissuesisurroundingfhelateldatalandfbReep
them(@breast [0f[thelprogressiof(project[completion.
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